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CHITIAL INTLL. JGHICE GROUP

C.L.h ADINISTRATIVE GBEFAT ") [ ]

v LE1TERS OF AFVOINILENT ¥OR UNV\,UOHL‘HI'D PERSONI'EL

1. Applicatipa:
Al employecs,_,a-ro‘f{‘cld *}:119 are to be paid from unvouchered funds will

be issued a letter pfwappointmo:;}t the time of their employment.

2, Au%hori;t;,r to Sigf Letters of Appointment:

a. "The Jlrrctoza"‘ CId, by memorandum dated 6 Scptcmber 1948, has
delegatedia v{horltj to’the Assistant Chief, Personnel Mivision, to approve
s of. c1v111an employees and consultants for departmental or field -

By cablo dated 11 Octover 1946, the Director, CIu, deleg atod authority

f A1 Py £ .
to Chie §‘ of each ‘SulOJ;.if’OI’ Indepcndent J{/Sg};aﬂmn to appomt c:,v:.l:.an" employaes and e
' 14 o & E ( st T
consul Ants. Overt er#onnel and s\em—covcrt personnel to be pa-. d from unvouch-

ered funds vill rece:i. letters of ap-ointment sisned by one of the persons
liste a;mve..m_wg'he Jform‘ of this letter of appointment shall ve in accordance
vith Exhibit A attached E*‘g{ets.

| b Ail ather t;’mpgs of personnel to be paid fr..n unvouchered funds vri.ll
receive letters of a;:‘poinﬁmenf, siéx;ed by the Chief, Special runds Section, in
accerdance with Delegation of Authority bf,t‘le Director, CIG, dated 21 October 19L6.
The form f such letters ou app;intment shall be approved in advaxjce by the

Office ef Ueneral Counsel, exeept where such letters of appointment are executed

" abroad, in which cas: a copy will be direosted to the approrriate Zranch Chief

; : ' . ,
in ‘Jashin_ton for referral to ‘h&m ce of leneral (lmivanl Fan » vien and

{iﬂw (;p / \ /

- Letters of ‘appointment wi.:

approval as to form.

3. Issuance?
s ———— St

be iss uC" at the time the employment is

arprovecl. The letter of avvointrenc will e prepared by the individual vho is

authorized to si.n the parta.cular type of lettor of ¢ appointnent tc be used.. The

y

s
r:L‘,J.nal of the letter of a*wpo:.ntment shall ve aclnowledied oy the emoloy.e as-

v, ﬁed .LOI‘ tnereln and Eemanent}z filed in the Special Funds ‘%ection, Pinance

UlVlS_LOD., P. % A, Branch.. Iqo pajments of salary i‘rom unvou¢hered funds vn.ll be
madc to any employee unml a properly 51°ned letter of anwmtment is.in the pos-

»ession of the Special Funds Section, . E - L.

~
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OJﬁc‘e Memomndm UNITED STATES GOVERNMENT

B I ch‘ SPECTAL I‘UNDS SECTI ON DATE: 14 Jamary 1947
FROM :  EXECUTIVE FOR PERSONIEL AND ADNINLSIRATION

25X1A  sumjEeT: 010 Adminisbrabive order [

25X1A

1. 'Your memoren dum do;ﬁed 9 Ja.nué.ryjl%? interpreting
ths terms of CILG Administrative Orderl is approved.

2. Tis approval also has the conourrence of the
~Assistant Direotor for Special’ Uperationse

25X1A

Colonel, AGD .
Dxecutive for. Perconnsl and Administretion

’
)
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MEMORAN LUM 9 January 1947

T0

ADSO .
Executive for P & A

FROM ¢ Chief, Speclal Funds
SUBJKCL: CIG Administrative order| |

Pursuant to our phone conversation of 8 January,
appended hereto is a draft of proposed interpretation of
the subject order and the mechanics for effecting the order
from a practical point of view,

If this draft procedure is d proper and with-
in the scope of Administrative Order it is respectfully
requested that you indicate your concurrence and return to
this of fice.

Your attention is also called to the fact that sub-—
Ject order prohibits payment of salary until a properly signed
letter of Appointment is in the possession of the Special PFunus
Section. At this moment this provision cannot be carried out
without terminating all payrolls for a lengthy period. Fracti-
cally, verbal approval has been given to continue payrolls pend-
ing completion of the requirement,

Attachment — SIILEI, opeclal Fumas

CONFIDENTIAL

Approved For Release 2003/03/10 : CIA-RDP81-00728R000100050049-6
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CONFIpreAr

l. Letters of appointmant will be issued to all CIG employees pald
from Special Funds, Said letters are to be prepared in original copy
only, will pe réad and accepted in writing by the employee, and mll be
filed in the personnel folder of the individual in the Special Funds Section,

2. Letters of appoin’gment for all employees on duty in Washington
as of 31 December 1946, hired subsequent to 31 Lecember 19L6, or field
personnel hired prior to 3L December 1946 but leaving for the field sub-
sequent to 31 December 1946 will contain a clause requiring a minimum
~ tour of overseas duty of 2L months,

3. Letters of appointment for personnel. hired prior to 31 December
1946 and who were en route or already in the field at that date will
contain a clause requiring a minimum tour of overseas duty of 18 months,
Mechariics‘

L. The CIG employee administring the oath of office will simultaneously
issue and have accepted the Letters of Appointment, This letter will
then ke duly signed by the designated official and will be placed in the
personnel folder of .the individual,

2. The Certifying Oi‘ficers, Special Funus in preparing the QOverseas
Data Sk}ee'bs for employees departing for overseas duty will in every case
verify that a Letter of Appointment is on file in the individuals personnel
folder, The pﬁrpose of this is to ensure that employees hired prior to
9 January, the effective date of the mechanism for isSuing letters of

appointuent, do not inadvertently go overseas without a proper letter of

"NFIDENTIAL
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CONFIDENTIAL,

appointment, If, in any instance, the individual objects to the 2L
month clause on the grounds that he was employed for overseas duty on

an 18 month understanding, the problem will be refsrred imnsdiately

to the Branch Chief concerned.

3. Letter of Appointment will be prepared for all employees pre-
sently on duty in Washington, will be accepted and placed in the indi-
viduals file.,

L, lLetters of Appointment will be prepared for all employees in the
field or en route on 9 January. Those in the field or en route at 31
December will contain the 18 month clause whereaé such employees v}ho may
have departed subsequent to 31 January but prior to 9 January will con-
tain the 24 month clause., ‘hese letters will not bé sent to the field
for acceptance, but lists of individuals will be transmitted to the field,
The field will be instructed to advise each person of the lLetter of Appoint-~

ment and its terms,

“ONFIDENTIAL

Applrove:d For Release 2003/03/10 : CIA-RDP81-00728R000100050049-6
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TMEMORAN DUM 9 January oLy

TO : ADSO
bixecutive for P & A

FroM ¢+ Chilef, Special Funds
25X1A ‘
SUBJECT: CIG Administrative Order I:I

Pursuant to our phone conversation of 8 January,
appended hereto is a draft of proposed interpretation of
the subject order and the mechanics for effecting the order
from a practical point of view.

25X1A If this draft procedure is deemed proper and with-
in the scope of Administrative Order[ ] it is respectfully
requested that you indicate your concurrence and return to
this office.

Your attention is also called to the fact that sub-
Jject order prohibits payment of salary until a properly signed
Letter of Appointment is in the possession of the Special Funds
Section, At this moment this provision cannot be carried out
without terminating all payrolls for a lengtay period. Practi-
cally verbal approval has been given to continue payrolls pend-
ing completion of the requirement.

Attachment

25X1A

Chief, Special Funds

CANCELLED OR SUPERSEDED

CONFIDENTIAL

? EFFECTIVE 30 JUNE 1947 cIc ADNMINISTRATIVE ORDERS ‘WILI_» RIEMAIN IN ¥ORCE U}?TI‘L

1
{
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CONFIDENTIAL

Policy
L. Letters of appointment will be issued to all CIG employees
pald from Special Funds. Said letters are to be prepared

"AND ONE
in original,(copy} oy, Will be read and accepted in writing

by the employee, anzj:'\ﬁv{ﬁf‘ ‘t‘;; |i‘iled in the personnel folder @Q
of the individual in the Special Funds Section, A~o THE Cofy
I THE OFFice. OF fhe AQssft Gxrec. for Personne/ OS50,

2, Letters of appointment for all employees on duty in washing-
ton as of 31 December 1946, hired subsequent to 31 December
191;6, or field personnel hired prior to 31 December 1946 but
leaving for the field subsequent to 3L December 1946 will con-
tain a clause requiring a minimum tour of overseas duty of 2l
months,

3« Letters of appointment for persomnel hired prior to 3L Decem-
ber 1946 and who were en route or already in the field at
that date will contain a clause requiring a minimum tour of
overseas duty of 18 months,

Mechanics

1. 'The CIG employee administring the oath of office will simui-

taneously 'issue and have accepted the Letter of Appointment,

This letter will then be duly signed by the designated official

and will be placed in the personnel folder of the individual.

S NFIDENTIAL | R

4
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CONFINENTIAL

2. The Certitying Ufficer, Special Funds in preparing the
Uverseas lata Sheets for employees departing for overseas duty
will in every case verify that a Letter of Appointment is on
file in the individuals personnel folder. The purpose of this
is to ensure that employees hired prior to 9 January, the
effective date of the mechanism for issuing letters of appoint—
ment, do not inadvertently go overseas without a proper letter
of appointment. If, in any instance, the individual objects
to the 24 month clause on the grounds that he was employed for
overseas duty on an L8 month understanding, the problem ﬁll be
referred immediately to the Branch Chief concerned.

3., lLetters of Appointment will be prepared for all employees pre-
sently on duty in Washington, will be accepted and placed in
the individuals file.

L. Letters of Appointment will be prepared for all employees in
the field or en route on 9 January., Those in the field or en
route at 3L December will contain the 18 month clause whereas
such employees who may have departed subsequent kto 31 January
but prior to 9 January will contain the 24 month clause. These
letters will not be sent to the field for acceptance but lists
of individuals wn.ll be transmitted to the field. The field will
be instructed to advise eaéh person of the Letter of Appointment

and its terms,

e 1
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COLIL AL AL ., |
(EXHT LT A)
CLLTAL Th 10 ‘ 'ﬁeeyur
. o b AL L L JIOE st. l’lw

CASOINUGTON, D, C.

(Date)

ame

Street Address____
City e State_

Dear . ) :

1. This is to notify you that the United States wovermment, as rcpresented

by the Central Intelli_ence 35,) has accepted your employment effcctive _
Position:
3ase Salary: per s

2. This appointinent is not a Civil Service position. You +ill be entitled
Lo annual and sick leave (only in accordance vith Civil Service rules and regu-
lations). You will be reinbursed for travel expenses in accordance -rith the
“tandardized Government Travel Qte_ulations, as amended. If stationed oubside the
continental 1i its ol the United States, you will be sranted such monetary
«llowarices as are prescrived Ly CIR re.ulations.

3. If you arc ordered to a stat.on outside the continontal United States,
Jou will be required to serve a minimun period of tienty~four montas at such
a station., If you wish to resi.n or terminate your appointizent or return to
the United States before the expirat:on of twenty-four months after the dte of
departure for an (verseas post, CId wvill not pay your returi travel expenses
from a station outside the United States.

L. Your appointment is for such ti e as your services may be required
and funds are available for thg work oi CIFf Iotice of termination will be -
siven you by procedure sindlzr to that provided oy Civil Service rules and
rezulations.’

ASEISTALT CiT<r, FLASGTLI DIVISIoN —

1

i

L

his
ad]
=
o=
o
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3L Docember 1946

CHUTJAL INTIL. 1GEICE GROUP

C.L.u. ADMINISTRALIVE ORDER

f , LEVIERS OF APPOINVLENT YOR UNVOGHEADD PERSONIEL

1. Applicatiwa:
All employees of CIG who arc to be paid from unvouchered funds will
be issued a letter of appointment at the time of their employment.

2. Authority to Siyn Letters of Appointment:

i a. The Director, Cly, by memorandum dated 6 Scptember 1946, has
delegated authority to the Aséistant Chief, Personnel Mivision, to approve
appointments of civilian employces and consultant; for departmental or field
services. 3y cable date:d 11 Octover 1946, the Director, CIG, delegated authority
to Chiefs of each mission or IﬁdepeAdent Station to appoint civilian emﬁlqyees and
consultants. Overt personnel and semi-covert personnel to be pa.d from unvouch-
‘ered funds vill receive letters of ap-ointment si_ ned by one of the persons
listed adove. The form of this letter of appointment shall se in accordance

! : with Ixhivit A attached heret».

B. All ather types of personnel to be paid fr.a unvouchered funds will
receive letters of appointment siéned‘Qy the Chief, Special Funds Section, in |
accerdance witn Delegation of Authority oy t:e Director, CIG, dated 21 October 19L6.
‘ The form f such letters u. appointment shall be approved in advance by the

Office of Ueneral Counsgl, exeept where such letters of appointment are executed
abroad, in which cas: a copy will be direated to the approrriate Branch~Chief

» in Jashin_ton for referral to the Uffice of General Couhsel for review and
appfoval as to form.

3. Issuance:
Letters of appointment will be issucd at the time the employment is

approved, The letter of apnointment will Le prevared the individual who is
. A% ) 1Y )

authorized to si,n the particular type of letter of arpointeent te be used. The

©uriginal bf‘the letter of appointment shall ve acknowled;éd Uy the employer as
gcmvided_for theréin and permanentlx‘filed in the Speéial Tunds Section, Minance
fivision, P. % A, Branch., No payments of salary from unvouchered funds will be
made to any émployee unt;l a properly si:ned letter of appointment is in the pos—-

session of the Special IMunds Section..

FCR THL DIRECTOR OF CENTAAL I¥TILLIGIICE:

’App‘roved For Réleasé 2003/03/10|: CIA-RDP81-00728R000100050049-6
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CORFLUUKITAL o

EXLLAET A)

CHITXAL T 0 1l CE GROUP

LASHITGTON, D, C. “
o (Date)
Name .
Street Adiress
City < State_ e i
Dear ifr. o

——

1. This is to notify you that the Unite¢ States Jovernment, as represented
by the Central Intelli,ence uroup, has accepted your employment effective

Position:
3ase Salary: per .

2. This appointment is not a Civil Service position. You =ill be entitled
to annual and sick leave (only in accordance with Civil Service rules and regu-
lations). TYou will be reinbursed for travel expenses in accordance -rith the
Standardized Uovernment Travel Re_ulations, as amended. If stationed outside the
continental 1i its ol the United States, you will be zranted such monetary
allowances as are prescribed Uy CIU regulations.

3+ 1f you are ordered to a station outside the continental United States,
sou will be required to serve a minimun period of twenty—-Tour months at such
-a station, If you wish to resi.n or terminate your appointient or return to
the United States before the expiration of twenty-four months after the d'te of
departure for an .verseas post, CILu will not pay your retur: travel expenses
from a station outside the United States.

L. Your appointment is for such ti.e as your services may be required
and funds are available for the work of CIi., Yotice of termination will be
Ziven you by procedure similar to that previded uy Civil Service rules and
regulations. o

ASSISTALT CHIFr, FEaSOi Lo DIvIS.Of

ACCEPTLD:

- 'Approved For Release 2003/03/10 : CIA-RDP81-00728R000100050049-6
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CUF

20 December 1946
‘ ILLEGIB

MEMORANDUM FOR THE EXRECUTIVY FOR PERSONNEL AND ADMINISTRATION
Subject: Proposed Administrative Orders

Enclosure: &. Proposed Adminlistrative Order re Letters of
Appointment for Unvouchered Personnel,

b. Proposed Administratlive Order re Length of
Tervice Overseas.

1. IBEnclosed are two proposed Administrative Orders. The
flrst 1s concerned wlth length of overseas service, and the
second with letters of appointment for unvouchered personnel.
The Arders have been discussed with the Personnel Division and
the Offlice of Speclal Operations., Colonel Galloway specifically
requested that indivliduals who are assigned to overseas duty be
required to remaln overseas for a minimum period of twenty-four

months.,

2., If the proposed Orders meet with your approval, it has
been requested that they be lssued with a minimum of delay.
The undersigned will be pleased to discuss the Orders with you,
SEXAA in person, if it is deemed necessary.

7 JOAN S, WARNER
Assistant General Counsel

Approved For Release 2003/03/10 : CIA-RDP81-00728R000100050049-6
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CONFIDENTIAL
%krDecember 1948
CENTRAL INTELLIGENCE GROUP

25X1A C.I.G. ADMINISTRATIVE ORDER

LETTERS OF APPOINTMHNT TOR UNVOUCHLRED PIRSONNEL

1. Applicatlion:

All employees of CIG who are to befpaid Irom unvouchered
funds will be issued a letter of appointment at the time of
thelr employment.

2. Authority to Sipn Letters of Appointment:

8. The Director, CIG, by memorandum dated & September 1946,
has delegated authority to the Assistant Chief, Persomnel Division,
to approve appointments of civilian employees and consultants for
departmental or field services. By cable dated 1l October 1946,
the Director, CIG, delegated authority to Chiefs of each mission
or Independent Station to appoint civilian employees and consule
tants. Overt personnel and semi-covert personnel to be paid from
unvouchsred funds will receive letters of appointment signed by
one of the persons listed above., The form of this letter of
appointment shall be in accordance with Exhibit & attached here=-
to.

b. All other types of personnel to be pald from unvouchered
funds will recelve letters of appointment signed by the Chilef,
Special Funds Section, in accordance with Delegation of Authority
by the DMirector, CIG, dated 21 October 1946. The form of such
lettors of appolntment shall be approved in advance by the 0ffice
of General Counsel, except where such letters of appolntment are
executed abroad, in which case a copy will be directed to the
appropriate Branch Chlef in Washington for referral to the Office
of General Counsel for review and approval as to form.

3. Issusnce:

Letters of appointment will be issued at the time the em-
ployment is approved. The letter of appointment will be prepared
- by the individual who 1s authorized . o g1gn the particular type
of letter of appointment to be usedf © payments of salary from
unvouchered funds will be made to any employee until a properly
signed letter of appointment is in the possession of the Speclal
Funds Section.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

P Colonel, GAG Nt
i . Executive for Personnel and
Administration

o Approved For Release 2003/03/10 : CIA-RDP81-00728R000100050049-6




Abﬁréved Fo'r Release 2003/03/10 : CIA-RDP81-00728R000100050049-6 |
(EXHIBI T A) | CONF'W-‘NTM'

CENTRAL INTRELLIGENCE GROIP

‘ WASHINGTON, D.C.

(Date)

Name
Street Address
Clty & State

Dear Mr. H

1. This 1s to notify you that the United States Govsern=-
ment, as represented by the Central Intelligence Group, has
accepted your employment effective ‘ :

Position: )
Base Salary: § per

2. This appointment is not a Civil Service position. You
will be entitled to annual and sick leave (only in accordance
with Civil Service rules and regulations). You will be reimbursed
for travel expenses in accordance with the Standardized Government
Travel Regulations, as amended. If statloned outside the conti-
nental limits of the United States, you will be granted such
monetary allowances as are prescribed by CIG regulations,

3. If you are ordered to a station outside the continental
United States, you will be required to serve a minimum period of
twenty-four months at such a station. If you wish to resign or
terminate your appointment or return to the United States before
the expiration of twenty=-four months after the date of departure

for an overseas post, CIG will not pay your return travel expenses
from a station outside the United States.

4. Your appointment is for such time as your services my
be required and funds are available for the work of CIG. Notice
of termination will be given you by procedure similar to that
provided by Civil Service rules and regulations,

_ ASSISTANT CHI®ZF, PERSONNEL DIVISION
ACCEPTED:

GWF?%ENW&E.

s
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CONFIDENTIAL
3
-:1(& December 1946

CENTRAL INTELLIGENCE GROUP

CelsGe ADMINISTRATIVE ORDER

LENGTH OT OVERSEAS SERVICE

1. There is hereby established a policy of requiring
Individuals who are assigned to overseas duty to remain over-
seas a minimum of twenty-four months. This means that if an
employee wishes to return at an earlier date he must pay his
own passage and will recelive no travel allowances. After
twenty-four months, the employee may request return at Govern=-
ment expense with the regular travel allowances, but such
return would be for separation, not for leave or other personal
reasons. This policy will be stated as a provision in the
letter of appointment issued by CIG to the employee.

2. Iixperience has shown that in intellligence work all
personnel who stay overseas for too long a period pass the
point of greatest efficlency and lessen in useful productivity
due to lack of contact with domestic problems and customers,
end lack of knowledge of new techniques, methods and procedures.
It has been administratively determined in accordance with this
experience that no employee gshould bs continuously overseas for
a perlod of more than thir&@xnontns, and that 1t 1s necessary
to an efflcient end adaptable service to re-train and re-orient
all employees after the passage of some twenty-four to thirty
months overseas. Accordingly, branch chiefs will maintain re-
cords of the period for which employees under thelr control
have been outside of the United States and, on the expiration
of twenty~four months, will take the proper steps for return-
ing each employee for specific re=training and re-orientation.
On completion of such a training program, the employse may take
leave in accordance with existing Government regulations. On
completlon of leave, the employse may require additional train-
ing or may be assigned immedietely to an overseas post on the
condltion that a further minimum period of twenty~four months
duty overseas will be served.

5. It will be the duty of the branch chief, in consulta-
tion with the other officers concerned, to determine whether
return for training will be on temporary duty or permanent change
of station, to determine the course of training necessary, and to
establish that the travel involved is necessary in the best in-
terests of the Govermment. Requests from overseas for return
of individuals will be considered only in connection with separa-
tion or travel at the individual's expense.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Tolonel, UAC a4
mxocut¥e; FPELESESGAnCL o0
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7 CENTRAL INTELLIGENCE GROUP

PERSONNEL AND ADMINISTRATIVE  BRANCH
INTER-QFFICE ROUTING SLIP

/ 3/47

- FROM o T0 | INITIALS | DATE

V/// EXECUTIVE FOR PERSONNEL AND ADMINISTRATION

DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION

uHIEF PERSONNEL DIVISION

CHIEF, FINANCE DIVISION

CHIEF, SERVICES DIVISION

CHIEF, SECURITY DIVISION

CHIEF, PROJECTS SUPPORT DIVISION

CHIEF, COMMUNIGATIONS DIVISION v 2
CENTRAL REGORDS ' ! V|
____ APPROVAL . INFORMATION _DIRECT REPLY
acTIoN RETURN R COMMENT
RECOMMENDATION PREPARATION OF KEPLY FILE |
—_ STGNATURE CONCURRENCE — _ _ DISPATCH

. 25X1A REMARKS

MW W //a_/¢7

© TOP SECRET . SEORET  CONFIDENTIAL  RESTRICTED  UNCLASSTFTED
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CENTRAL_INTELLIGENCE GROUP
INTER-OFFICE ROUTING SLIP

(Revised 10 Sept 1946)

FROM | TO | INLTIALS | DATE

DIRECTCR OF CENTRAL INTELLIGENCE

EXECUTIVE TO THE DIRECTOR

SECRETARY TO THE DIRECTOR

EXECUTIVE OFFICE: ASST, EXECUTIVE DIRECTOR

ADVISORY COUNCIL

R o ; 23/6
FEFCUTIVR FOR PERGONNEL & ADMINISTRATTION :

= =

~CENTRAL RECORDY

e =

LI . D
SEGRETARYyoNIA . 3=

- e
CHIEF, INSRRDEPARTMENTAL STAFF

‘ ) onal; tten?tion:..m(lolone}
'ASST.SDIRECY¥R, SPE OPERATIONS Galloway | X

ASST. DIRECTOR, RESEARCH & EVALUATION

ASST, DIRECTOR, COLLECTION & DISSEMINATION
CHIEF, SECURITY BRANCH

- __ AFPROVAL —__ INFORMATION — DIRECT REPLY
. ____ACTION ____RETURN —_ COMMENT

— RECOMMENDATION —_PREPARATION OF REPLY ____ FILE

| SIGNATURE —CONCURRENCE —__ DISPATCH
REMARKS:

Request that you revieit the attached propdsed administrative orders
and return to Executive Inr P&A with your comments,

TOP SECRET SECRET (_CONFIDENTIAL) RESTRICTED UNCLASSIFIED

e
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26 December 1946

MEMORANDUM FOR THE EXECUTIVE FOR PHURSONNXL AND ADMINISTRATION
SubJect: Proposed Administrative Orders

l. Returned herewith 1s the proposed Administrative Order
concerning Length of Overseas Service. This Order has my appro-
vel in 1ts present form.

2. The proposed Adminlistrative Order concerning Letters
of Appointment has been changed to state that the Assistant
Chlef, Personnel Division, will sign letters of appointment
for employees on unvouchered funds. This is deemed advisable
inasmuch as the Assistant Chief, Personnel Division, i & mem=
ber of thoe Personnel Review Committee, which screens the pro=-
spectlve employees. Since there exlsts a possibllity that em=-
ployees may be asppointed at overseas stations, letters of ap=-
polntment, in such cases, may be signed by the Chief of Mission
or Independent Station, in accordance with cable authority. of
the Director, dated 1l October 1946.

=

DONAID H. GALLOWAY 4
Assistant Director -~ Special Operations
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' 20 December 1946

MIEMORANDUM FOR THE EXRCUTIVE FOR PERSONNEL AND ATMINISTRATION
Subjeot: Proposed Administrative Orders

Inolosure: a. Proposed Administrative Order re Letters of
Rppointment for Unvouchersd Personnel,

b. Proposed Administrative Order re Length of
Sorvice Oversoas. '

The Orders have been discussed with the Porsonnel Division and
the 0fflcs of Speclal Oporations, Colonel Galloway specifically
requested that individusls who are asslgned to overseas duty be
roquired to remaln overseas for a minlmuen poerlod of twenty=four
months,

2, If the proposed Orders mebt with your approval, it hsas
been requested that they be issued with a minimum of delay.
The undersigned will be pleased to discuss the Orders with you,
in person, if 1t 1s deemed necessary, ‘ ,

JONN S. WARNER ,
Asslstant CGeneral Counsel

JSWmbt

CONFIDENTIAL
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20 Dacember 19046
OENTRAT, INTEILIGTNCT GROUP

Cul.C0 ADMINISTEATIVE. ORDTR MO,

LETYHERS OF APPOINTMINT YFOR UNVOUCHERID PTRSONNEL

1. Applicetilon:

ALl employces of CIG who ore te be poeld from unvouchored
funds will bo lssuod o letbur o sppolntront st the time of
tholr employmont, * ;

2. Juthordty te Slen Lettors off Appointmonik:

e« Tho Director, CIG, by nemorandim Aataed € doptonber 1948,
has delematod authordty to thw Assluteont Ofof, Personnol Dlvislon,
to approve appolnimenis of civillan erployenes and consultents for
departmental or field services. By cable dated 11 Octomar 1948,
the Direcctor, CIU, delegatied outhority to ¢hisfg ol sneh mizsion
or Independent Station Lo auvpoint eivilisn orployecs and consule
tants.,  Overt personnel and l=covert persennel to be wnld Crom
vnvouchered funds will mecelva leitery or appointuent
one of the porsons listed above, The Cer of $his lobbor
appolntront shall be in accordence with Txhibit A attoch:d here=
to.

be All other typss of persoanel to be pald from snvouchered
funds will recelve letters of appolintmont signed by the Chiloef,
Speclal Tunds Soction, in accorduncs with Delegatlion of Authority
by the Director, CLC, deted 2L October 16448, Tha for- of guch
letters of appolntucat shall bhs epproved In cdvahse hy tha 0fflce’
of' Gemeral Counsel, axcen’t where such lolbeprs of srpolrtmnnt are
executed abroad, In whlch case s vopy will ho dirsctad to Lhe
appropriate Branch Chiel in Waslhington Tor rofarral fo +ho Office
of General Counssl for vevicew and spproval og to Towm,

"3, Issuance:

Letters of appointwent will be issued at the time the Clie
ployment is approved, Tae lettor of appointment will be prepared
by the individual who 18 authorized to slgn the partliculsr type
of letter of appointment to be used. No paynents of salary from
unvouchered funds will be made to any employes until o properly
signed letter of appointment is in +the possassion of the Spoelal
Tunds Section. ‘

FOR THE DIRFCTOR OF CENTRAL INTHELLIGRNCI:

Colonel, CAC
Executive for Personnel and

Admirnistration

.
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(EXMIBIT A) - LUy
CENTRAL INTELLIGENCE GROUP

WASHINGTON, D.C.
(pate)

Name
Street Address

Dear Mr. H

1, This 18 to notify you that tho United 3tatos Govern~
ment, as reprosented by the Contral Intellipence Group, has

ncoopted your omployment effective S H
Posltion:
Baso Salary: & per .

2, This appolntment is not a Clvil Service position, You
will be entitled to snnuel and slck leave {only in accordance
with Oivil Service rulcs and regulati. -, You will be reimburssd
for travel expenses in accordance with .’ standardlzed Government
Travol Regulztions, as amonded, T stationsd outside tho conti-
nental limits of the United Statos, you will be granted such
monetary allowances as are prescribed by CIG regulations.

3, If you are ordered to a station outside the continental
Unlted States, you will be required to serve a minimm peoriod of

“gwonty-four fmonths at such a statlon. If you wish to resign or

terminate your appointmont or return te the United Statos beflore
the explration of twonby-four monthe aftor the date of departure
for an .overseas post, CIG will not pay your return itravel expensocs
from & station outslde the United Statses. ’

4, Your appointment is for such tiﬁe as your sexrvices my
be required and funda are available for the work of CIG. Notlece

of termination will be given you by procedure similar to that
provided by Civil Service rules and regulations.

A§§T§TANT EETEF, PﬁRS5ﬁﬁEL DIVISION
ACCEPTED:

W L il

JSWimb8
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CONMFIDINTIAL
20 Docambor 1046

OINTRAL INTELIIGTNCE GROUP
CoT e ATMINTOTRATLVE ORDER HO.
LINGTIL OF QVERSEAS STRVICE

1. There 1s hereby osteblishod o nmolley of roquirving
Indlviduals vho are azsipnad to oversens dubty Lo romain ovore
seas o minlmum of Lwonty-Lfous months, This moans that LY en
employoo wishes to return at en enrllor date ho must pey hls
own passogoe end will recolve no trevoel allowanass., Altor
twenty-four months, thoe employce may roquest roturn st Coverne
mont exponse with the rogular travel allowwices, hut sueh
roturn would be for gseparatlon, not for leave or other peraonal
roagond, This pollcoy will be ntated reg a provision in the
lottor of appolntrment Lssued by CIG to the euployse,

2, lxperionco has shown that in intelligence work all
porsonnel who stuy overseas for too long & period pass Lhe
polnt of groatest efficiency and losson in ussful productivity
due to lneclk of contact with damsstlc problems wid cuntomera,
and Jack of knowledgs of now technlques, wethods and procoduros,
It has been adninistratively detorminod in asccordence witn thils
experienco thuat no employce should be conbinuously oversoeas Jop
a poriod of more than thirty months, and that 1t L1s nocessary
to an elficlent and adaptable agcrvice to re-train and ro-orient
all smployces alfter tho paasago of some twonty-four to thirty
months overseas. Accordingly, branch chierfs will maintain roe
oords of the perlod for vhich employses under thelr control
have boen outslde of the United Statos and, on the oxpiraiion
of twonty-four nontha, will lake the proper siteps for return-
ing onch employon for spseilfliec ro-bralning and roe-orientation.
On completion of such a training progrun, the omployuo may take
leave ln accordance with oxlsting Govermment rogulatlons. On
completlion of loaves tho employse may require additional traine
ing or muy be asslgned Lrmediately to an ovorsoss post on the
condltion that a Durther minimun period of twonty=-Lour months
duty overssss will be sorvad,

s It will be the duty of the branch chief, in sonsultoe-
tion with the other officers concerned, to determine whether
return for tralnlng will be on temporary duty or permenont change
of station, to determine the courso or training naooessary, and to
establish that the travel involved is nscogsary in the beat ine
terosta of the Covormment, Requests from overscas for return
of Iindividusls wlll be oconsidered only in comnecbtion with scpara-
tion or travel at the individual's expense,

FCR TH® DIR¥OTOR OF CENTRAL INTRLLIGINCL:

JSWembt |

Colonel, CAC
Exeoutlya. for. Porsonnel and

b
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AR,
CRIXF, SPECIAL FUND8 BECTION ‘ 14 Jamary 1947

EXECUIIVE FOR PERSONSEL AND ADKINLSTRATION
016 Administrative Order | | Lh B B

1. Your memorandum dated 9 Jawuary 1947 interproting
the torme of CIC Administretive Order [ |is approved.

2, Tnis approval algo has the conourrence of the
Assistant Dirsctor for Specinl Oporations.

. Colonel, AGD
Executive for Porsomnel and Administration

[ Jimew

ce: Mr. Seanders

Central Records (2) —
Stayback

whiisbehiiAg
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7 Januery 1947 | | copy wo. 81
i CINYRAL INILLLIGINICE GROUP .
X 25X1A " C.l.Ge ADIINISTRATIVE ORDERl | - AMEVDNENT NO. 1
L
1 25X1A 1. C. I.G. Administrative Order Subjoct: "Lottors of
’ Appointment for Unvouchered Porsonnel," datod 31 Decombor 1946, is heroby

amonded by changing the word "employer" to read "omployeo" in paragraph
i "3. Issuance", line 4.
25X1A * 2. ALl copies of Administrative Ordor :lshould bo changed
accordingly, .
‘ FOR THE DIRECTOR OF CENTRAL INTLLLIGENCE:
- 25X1A
Colonoel, AGD
i Executive for Personnol
and Administration

v '.
“5
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MEMORANDUR 9 January 1947

T™ T ADSO
Fxacutive for P & A

25X1A FROM 1 Chief, Spocial Funds

SUBJECT: CIG Administrative Order[ |
25X1A

Fursuvant o our phons conversation of 8 January,
appended hereto ls a draft of proposed interpretation of
the subject order amd the mechanics for effecting the ordor
Irom a practical peint of view,

1f this draft procodure 1s deemed propsr and withe
in the scope of Administrative Order it is respectfully
requested that you indicate your concurrencs and return to
thig office,

Your attention s aleo callsd to the fact that sube
Jjett oudar prohlbits payent of salary until a properly signed
Ietter of Appointment iz in the possession of the clul Funds .
Section. At this moment this provision cannot be carried out
without terminating all payrolls for a lergthy period, TPracti-
cally verbal approval has been giwen to continue payrolls pende
ing complotion of the requiremeut,

Attachment

25X1A

Chief, Special Funds

bt
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GURTIDLING AL

Polday | |

1. Lettors of zppointment will be issued to all CIG employess
pald from Special Funds., Sald letters are to be prepared
in original copy only, will be read and accepted in writihg
by the emplayse, and will be ﬂlad‘ in the prreonnsl fdldor
of the individual in the Spacial #unds Section,. ‘

2s letters of appolntment for all amployees on duty in Washing-
ton as of 31 Dacesber 1546, hired subsequent to 31 Decewber

1915, or field personnel hired prior to 31 Necember 1956 but

leaving for the field mbsequent to 31 Decesder 1946 will con-
tain a clawse requiring s minimum tour of overseas duﬁy of 2
months, |

3. Istters of appointment for persomel hired prior to 31 Decon-
ber 1946 and who were #n routs or already in the fiald at
that date will contain 3 clause requiring a minimum tour of

overseasg duty of 18 months,
MYechanics

1. The CIC ewployee adwinistring the oath of office will simule
tancously issue and have accephed the Letter of Appointment,
Tais lotter will then be duly adgned by the designated offliclal
snd will be placed in the personnel folder of the individual.

’
)
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2,

3.

L.

The Certifying Officer, Special Funds in preparing the

Overseas Lata Sheets for enployess departing lor overseas duty
will in every case verify that a Letter of Appointment is on
file in the individuals personnal folder, The purpose of this
is to engure that empluyéea hired prior to 9 Janvary, t.ho
sffective date of tho mechanism for usuing letters of appoint
mend, do not inadvertently go overssas without a proper latter
of appointment. If, in any instance, the individual objects

to the 24 month clause on the grounds that he was employed for
overseas duty on an 18 month wnderstanding, the problem will be
refarred immediately to the Branch Chilef concemed, -

Lettera of Appoinitment will be prepared for all employees pre-
sently on duty in Washingbon, ‘;gj‘g,‘;ll Lba accepted and placed in
the individuals file. |

{ottors of Appointment will be prepared for all employses in
the I'ield or en route on % January. Those in the field or en
route at 31 December will contain the 13 month clause whereas
such smployses who may have‘deparwd subgequent to 31 Januvary
but prior to 9 Jamuary will contain the 2L month clauss. These
letters will not be sent to the field far acceptance but Iists

of individuals will be transwitted to the field, The field will

be instructed to advise eath person of the Letter of Appointment

and its terms.

“FIDENTIL

b
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